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General |nformation Regar ding PROF
PROF 2000

PROF 2000 is a software tool that supports the Indiana Essential Skills and Technical Proficiences Initiative
(IESTPI) and the Indiana Certificates of Technical Achievement (CTAS). It was designed for scenario
development and student data management through the joint efforts of the Indiana Department of Workforce
Development, Vocational-Technical Education Consortium of States (V-TECS), and Indiana Business
Modernization and Technology Corporation, Inc. (BMT).

For more information about the Indiana Essential Skills and Technical Proficiences Initiative or the Indiana
Certificates of Technical Achievement, please visit the Indiana Technical Education Internet Site at:
http://www.in.gov/dwd/teched/.

This software and supporting materials have been produced and disseminated by the Indiana Department of
Workforce Development, using 100 percent Carl D. Perkins VVocational and Technical Education Act Funds.

Frank O Bannon, Governor
Joseph E. Kernan, Lt. Governor
Craig E. Hartzer, Commissioner

The Indiana Department of Workforce Development complies with all federal regulations prohibiting
discrimination on the basis of race, religion, national origin, sex, age, handicap or veteran status in matters
pertaining to admissions, employment and access to programs.

Copyright © 1995-2001, V-TECS for the State of Indiana.

Released: January 2001

PROF 2000 Reference Manual

The PROF 2000 Reference Manual is designed to assist users in navigating through the PROF 2000 software.
The manua has two sections: (1) Getting Started in PROF 2000 and (2) Screen Ingtructions. Getting Started in
PROF 2000 provides step-by-step instructions for those new to PROF 2000 and the Indiana Essential Skills and
Technical Proficiences Initiative. The Screen Instructions are based on the main menu of the software and
proceed through the five tasks listed on the main menu.

For assistance using PROF 2000, contact your technical assistance facilitator.
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GETTING STARTED WITH PROF 2000

Downloading PROF 2000 from the I nternet

1. Goto www.in.gov/dwd/teched/programs.

2. Click on 2. PROF 2000 Scenario Assessment Softwar e — Download Center.

]

E[lHtuniim

¢k ices

i Indiana Technical Education
EDUCATION IN

INDIANA TECHNICAL EDUCATION INITIATIVES
FOR STUDENTS AND THE HOOSIER WORKFORCE

INTTIATTVES FOR

STUDENTS AND i’,} The Indiana Essential Skills & Technical Proficiencies Initiative
THEHOOSTER

WORKFORCE

SEE ALSO:
TECHNICAL 1. Indiana Workforce Praficiency Panel

EDUCATION 2. PROF 2000 Seenario Aszessment Software - Download Center

WORKSHOR 3. Resaurce Materials far Educators and Training Caordinatars

SCHEDULE

z,} Indiana Technical Education Awards for Excellence

INDIANA
COMMISSION O

73 Tech Prep and High Schools That Work

3. Youwill be asked for a user name and password. Enter user name: PROF2K
4. Enter password: cardinal
NOTE: Both the user name and password are case sensitive.

NOTE: If you use the address www.in.gov/dwd/teched/ you will be at the Technica Education Main Menu.
From the Main Menu screen click on “Initiatives For Students And The Hoosier Workforce” at the left side of
the screen and this will take you to the above screen.
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Click on PROF 2000.EXE to begin download. There are ingructions on how to download and systems
requirements available by ssmply scrolling down on the screen as seen below.

PROF 2000 SCENARIO ASSESSMENT SOFTWARE

DOWNLOAD CENTER

2

PROF2000.EXE

Version 2.25
8 Megabyte File

Approximate 18 Minute Download with 56K Connection
=1 Minute Download with T1 Network Connection
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GENERAL INSTRUCTIONS:
1. Double-click first on the PROF2000.EXE link located above.

2. Choose a file location for the download. This location can be your VWindows
Desktop, yaour hard drive or anather file storage device.

3. Mext allow the download to occur. The average download time has been provided.

4. Open PROF2000.EXE by double-clicking on its icon or via the Start|Run option.

5. PROF 2000 is now installed on your machine. ¥ou may run the program via the
desktop icon. This icon may be moved to the Start Menu or to the Taskbar as a
Quickstart icon. Please reqister your software and update the Implementation Tables

upon running PROF for the first time.

8. The original installation file may now be deleted from your machine or archived.

Multiple File Download Options include 5 and 8 megabyte files.

NOTE: PROF 2000 includes a sample student, sample scenario, and a sample student assessment.

The resources on the IESTPI website work best when the following resources are installed and used on your
computer. Use the web addresses to download them at no cost.

Netscape Communicator (Internet browser for downloading PROF 2000)
www.home.netscape.com

Adobe Acrobat Reader (document reader for forms)
www.state.in.us/dwd/teched/

| nstalling PROF 2000 from a CD

Obtain the PROF 2000 CD by contacting your facilitator.

Insert the PROF 2000 CD into the CD drive.

Wait for the ingtalation program to begin running.

Follow the set-up instructions on the screen.

A PROF 2000 icon will be automatically added to your desktop.
To begin working in PROF 2000, double-click the PROF 2000 icon.

AWM P
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Overview to Using PROF 2000
General Steps to Use PROF

Double click on the PROF 2000 icon located on your desktop.

Register as a PROF 2000 user.

Enter student/trainee data. Select Student/Trainee Data on the main menu.

Select Indiana Scenario Bank on the main menu. Download bank scenarios from the Internet.
Register al bank scenarios you want to use to assess students.

Assess students. Select Generate Assessment on the main menu.

Nominate students for CTAS.

Noogh~wdE

For specific information on how to compl ete the steps above, refer to the Screen Instructions section.

PROF 2000 Navigation

HOME: This button will take the user to the main menu and save data entered.

CANCEL: This button will cancel the current tasks being performed and will return the user to the
main menu. Data entered will not be saved.

FORWARD: This button will take the user to the next page or step. In some cases, it is used to select
an item from alist.

BACK: This button will take the user to the previous page or step. Data entered will be saved.

Al 1@l BY

C:\WINDOWS\Desktop\stuff mk3\PROF 2000 Manual.doc
3/1/2002
Page 7 of 47



SCREEN INSTRUCTIONS
Registration Screen

User Hegistration Screen

" PROF 2000 User Registration

Thank vou for downloading and instaling PROF 2000, Please take a few moments o register wour uger information. vour site
infarmation should alzo be selected from the options provided. If you have recently attended an arientation workshop or if
yau are installing the software for out-of-state preview purpozes, pleaze select the Workzhop/Precertification Site Code ophion.
Once the form iz completed, you may submit wour information via the Internet, fa=, or mail
Implementation Tahles Source Directory

IA:

Select Implementation Site

Update Implementation Tables

Mame -LI
Home Address
City State Zip

Telephone
E-mail

Emplayer
Address
City State Zip
Phone
Fau
Caunty

Subject Areaz of Instruction or Job Title [

Internet Accessibility [check all that apply)
Wihane will you be using the PROF software? T Office Computer [~ Home Computer

Where do pou have Internet access? [T Office [~ Home [~ Technology Administrator
Dioes wour school ar employer restrict file downloads frarm the [nternet™

Print Registration Form for Mail / Fax Registration | Fiegister PROF via Internet Cannection

The PROF 2000 system requires you to register as a PROF 2000 user the first time you use the system after
installation. Once you have registered as a user, the registration screen will no longer appear when you enter
the program. To register as a user, click on the Select Implementation Site button and select your school and
name. Once you have chosen your school and name, both should appear to the right of the button. If your
name does not appear on the list, click on the Update Implementation Tables button or contact your facilitator.
You will be asked if you have alive Internet connection. If you do, you will be able to update the tables via the
Internet. If not, you will need to obtain a diskette with the tables from your facilitator or use another computer
with Internet access. The updated implementation tables contain the names of all who are certified sites. If you
have updated the tables and your school and/or name is still not on the list, contact your facilitator for
assistance.

Complete the form by filling in the appropriate information; tab from section to section. All boxes must have
information in them. If something doesn’t apply, enter “None” in the box. If abox isleft blank, you will
receive a message asking for more information. Once the form is complete, select Print Registration Form for
Mail/Fax Registration or Register PROF via Internet Connection. Y ou must be connected to the Internet to
register viathe Internet. If you did not register viathe Internet, then mail or fax your registration to your local
facilitator who will then submit your registration.

Once you have registered as a PROF 2000 user, you will go directly into the program. The first screen will be
About PROF 2000. Exit the screen by clicking on the “X” in the upper right corner. The About PROF 2000
screen will appear each time you enter PROF 2000. The screen can be permanently turned off by clicking on
the Utilities and Reports button and clicking on the checkmark in the Show Help startup options. The click will
remove the checkmark and the About PROF 2000 screen will no longer show at startup.
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Man Menu

PROF 2000 Main Menu il

Wersion 2.25 - 124 1/2000, Copyright(c] 1995-2000, %-TECS and the State of Indiana

PROF 2000

Scenario Assessment Tools
For Local, State and Mational Cerdification Programs

Student [ Trainee Data

Indiana Scenario BEank

Scenario Developrert

Generate Assessment

Utilities and Reports

Exit PROF

Frank O'Banhon, Governor

The PROF 2000 Main Menu is the opening screen of the program.

Student/ Trainee Data

Indiana Scenario Bank

Scenario Devel opment

Generate Assessment

Utilities and Reports

Exit PROF

Select this option to enter your students into the system in preparation for
conducting assessments on each student.

Select this option to import bank scenarios from the Internet or a diskette.

Select this option to develop a new scenario, edit an existing scenario, or develop
anew scenario based on an existing one.

Select this option to conduct assessments on students entered in the system.

Select this option to savelimport and save/export files, delete files, re-index files,
update implementation site tables, access report options, set and change startup
password options, and set default site and evaluator information.

Select this option to exit the system. Thisisthe only way to exit PROF 2000.
Clicking on the “X” in the upper right corner will not exit the user from PROF
2000.
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Student/Trainee Data

Student / Trainee Data i

Input Mame az it Should Appear on Reports and Certificates First Middle ;’.Maiden School Year

Mame -Last: [Smith | [Christopher | [Allan anot
Address: 531 5 Main St |

City State Zip: |Andersan [id J47367-8751 | InpLit Wwithout Hyphens

Telephone: |[765) 747-1235 55M [Required) 302179210
E-tdail: |smithiamilyi@anderson.net | AdminiD 0
Gander Raca: | 4sian Pacific lslander > ARID [INDL 9933-93-9303 |
Birthdate: [01/10/1953] Age: 17 Class Title: | Business Applications |

Frogram Cluster:

Comments:

=] CF [s201m

THESE COMMENTS %/ILL MOT PRINT ON REFORTS

| Business, Management & Finance

Christopher Allan Smith is & sample student record packaged within the FROF 2000 installation. -

v'ou may delete this student record by using the delete buttan below or wvia file utilities.

-

Bresious

Feview Assessments i Assessments onFile: &

| addMew | Mex |

Delete

o

The Sudent/Trainee Data screen is used to input al student information into the system. The student data must
be entered before student assessments are conducted. Tab from field to field.

Last Name (REQUIRED)

First Name (REQUIRED)

Middle/Maiden Name

School Y ear

Address

City/State/Zip

Enter the individua’s last name as it should appear on reports
and certificates. Thisisarequired field.

Enter the individua’s first name as it should appear on reports
and certificates. Thisisarequired field.

Enter the individua’s middle or maiden name as it
should appear on reports and certificates. Thisfield may be left blank.

Enter the year of enrollment. This data may be inputted severa different ways.
For example, a student enrolled during the 2000-2001 school year may be
indicated with “2000” or “2001” (four digits maximum). Thisfield does not
print and is provided for teacher use only.

Enter the individual’s home street address. This field does not
print on reports and is provided for teacher use only.

Enter the information corresponding to individua’s home address. These fields
do not print and are provided for teacher use only. Zip code is 10 charactersin
length alowing for zip + 4 with a hyphen.
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SSN (PREFERRED)

Admin ID

Race

Birth Date

Class Title

Program Cluster

Comments

Enter a telephone number where the individual may be reached during non-
school or training hours. This field does not print and is provided for teacher use
only. Telephone numbers may be entered in any format.

Enter an electronic mail address belonging to the individual or family. Thisfield
does not print and is provided for teacher use only.

Enter the individual’s Socia Security Number as reported on the “ Record of
Student Enrollment and Completion Status’ reported by schools to the Indiana
Department of Workforce Development. Thisfield prints only on Form 4-A. Do
not put in the hyphens.

If you do not have access to the student’s social security number, leave this field
blank. A random number will by assigned by IESTPI. This number will be
reported back to you so that you can use it each time you assess that student.

An ID appears only if the student data has been imported from INTERS (Indiana
Technical Education Reporting System). Thisfield is non-editable and will print
on al Assessment Reports.

Not currently in use.

Indicate femde (F) or male (M) gender from the drop-down list. This field will
not print on reports and may be used at the teacher’ s discretion for maintaining
demographic or gender equity information.

Indicate race as reported on the “Record of Student Enrollment and Completion
Status.”  Thisfield will not print and may be used at the teacher’s discretion for
maintaining demographic or equity information. Race definitions match those in
the federa Perkins legidation for vocational and technical education.

Enter the individua’s date of birth. Thisfield accepts two digits for the month
and day and four digits for the year of birth. Thisfield will not print on reports.
The student’s age is calculated automatically from the birth date.

Enter the class or program title. Thisfield will not print and may be used at the
teacher’ s discretion for maintaining program data.

From the drop-down list select the career cluster associated with this student.
Thisfield will not print and may be used at the teacher’ s discretion for
maintaining program data. The cluster option selected may be indicative of the
training program or of the student’s intended career pathway.

Enter the Classification of Instruction Program (CIP) code used by the school to
report enrollment to the Indiana Department of Workforce Devel opment and
Indiana Department of Education. This field will not print and may be used at
the teacher’ s discretion for maintaining program data.

This general comment field is provided for teacher use. These comments will not
print on reports.
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Review Assessments

Previous

Ddlete

Browse

Add New

Next

Cancel

Save + Exit

Select this option to review the assessments conducted on the student listed in the
datafields above. The number of assessments on file for the student appears to
the right of this button under Assessments on File.

Use this option to view the data entered for another student. Students are stored
in aphabetical order. Selecting this option will take you backward in the
a phabet.

Select this option to delete a student from the system. After selecting this option
you will be asked if you want to delete. Respond accordingly.

Select this option to see alist of al students entered in the system.

Select this option to add another student to the system. The student must be
added to the system before conducting an assessment on that student.

Use this option to view the data entered for another student. Students are stored
in aphabetical order. Selecting this option will take you forward in the alphabet.

Select this option to exit the screen and return to the Main Menu. Selecting
Cancel at any point in PROF 2000 will cause you to lose data that has not been
saved.

Select this option to save the student data you have entered and exit to the Main
Menu.

NOTE: If you exit Sudent/Trainee Data from a blank screen you will have a student “0” in your student
database. Y ou can delete this student as described in “Delete” above.
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| ndiana Scenario Bank
[PROF 2000 Indiana ScenarioBank Memu

Import Bank ocenanos via.nternet ]

Import Bank Scenarios via Diskette ]

Diskette files location:
&

Load Additional Scenarios ]

Go To Bepons kMenu ]

{2

The PROF 2000 Indiana Scenario Bank Menu allows you import bank scenarios. As bank scenarios are not
automatically downloaded you must download them, using this option, or import them from a disk if you want
to use the bank scenarios.

Import Bank Scenarios Select this option to download bank scenarios from the Internet. 'Y ou must
Via Internet have alive Internet connection to use this option. PROF 2000 will automatically

get the files from the appropriate Internet site and load them in your software.
When downloading scenarios from the Internet, a black screen with scrolling
white text like the one to the left will appear on the computer monitor. The time
for download will depend on the Internet connection. When the download is
R compl ete a spreadsheet-like screen will appear listing ALL the bank scenarios for

PR - all occupational areas. See sample screen follows.

Eliii Tar wibe ARTTED bptisl

53 alalal 4 o

NOTE: The bank scenarios are intended to be used as samples. It is recommended that you work with your
business partners to modify them to fit the needs of your locd industry.
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Select scenarios, Double Click to Toggle Selections E

Se

Title

Oc

Date

Joh Title

Campany

Status

m
=
=

-

Troubleshoot Inoperaf]

01

031572001

Information Systems

BMT Office Serv

BAME SCENAR

Download, Install, and

01

03852001

MiS Representative

BMT Office Searv

BAME SCENAR

Prepare Summary of L

01

03mara001

Administrative Speci

BMT Office Sarv

BAMNE SCEMNAR

Scan Disks, Remove

01

03mar2001

FC Coordinator

G. Hopper Inc.

BAMNE SCEMNAR

Troubleshaoot Malfunc

01

03mar2001

Informmation Process

BMT Office Sarv

BAME SCEMAR

Complete Request fo

01

03m7r2001

Infarmmation Process

BMT Office Searv

BAME SCEMAR

File Iterms Accurately

01

Q2m7r2001

Infarmmation Process

BMT Office Searv

BAME SCEMAR

Prepare lterms for Shig

01

020712001

Administrative Assis

BMT Office Serv

BAME SCEMAR

FPrepare Lesson and 7]

01

020712001

Information Process

BMT Office Searv

BAME SCEMAR

Research Printer Cart

01

03712001

Information Process

BMT Office Serv

BAME SCENAR

Eesearch Printers an

1k

037200

Administrative Speci

BT Office Sery

BANE SCEMAR

SetUp and Properly |

01

0372001

MIS Representative

BMT Office Sarv

BAMNE SCEMNAR

Use Various Resoure

01

0372001

Infarmnation Process

BMT Office Satv

BAMNE SCEMNAR

Wiark As Part of a Tea

01

03m7r2001

Administrative Assis

BMT Office Sarv

BAME SCEMAR

Wiark as Part of a Tea

01

0372001

Informmation Process

BMT Office Searv

BAME SCEMAR

Wark as Team Mermbg

01

02712001

Administrative Assis

BMT Office Serv

BAME SCEMARH

D |0 | | | @D D |0 | (@D (@D (@ [ @D o o

*Use Telephone to De

01

02852001

Information Process

BMT Office Searv

BAME SCEMAH

L

B -
4

Dcoupational Area

-]

Cerification Lewel Restriction:

Tahle Qrder

_ P

| [_: | iOl:c = Alpha

Once the bank scenarios are downloaded, you will select which ones you want to add to your system. To do this
click on the drop-down arrow at “Occupational Ared’ in the lower left corner of the bank scenarios screen (see
above screen). Select the appropriate occupational area, i.e. Business/Business Support, Electronics, Hedlth,
Metalworking, etc. Only those bank scenarios for the selected occupational areawill be displayed on the screen.
To select the scenarios you want to use, place the cursor on the title of each scenario and double click. A plus
sign (+) will appear to the left of that scenario indicating it has been selected. Do this for each scenario you want
touse. If you want to deselect a scenario, do the same thing and the plus sign will disappear. When you have
selected all the scenarios you want to use, click on the forward arrow at the lower right of the scenario bank
screen. A window will appear indicating how many scenarios you have added or replaced. Click OK.

After you have made your initial selection of which scenarios to use, additional selections should be made
through the Load Additional Scenarios option. The bank scenarios have aready been downloaded, and it is not
necessary to do so again. In the future, it is recommended that you check the Internet for additional bank
scenarios that may have been added. At that time, you will need to use the Import Bank Scenarios Via Internet
option since those bank scenarios have not yet been downloaded. The dates of scenarios posted will help
determine which scenarios to download in the future.
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Import Bank Scenarios
ViaDiskette

Diskette Files L ocation

Load Additional
Scenarios

Go to Reports Menu

Select this option to load/import bank scenarios from a diskette. Obtain
adiskette from your facilitator. This option can aso be used if you are unable to
download from the Internet a your school or office. Y ou can download the
scenarios at home and save/export them to a diskette. Y ou can then load/import
the scenarios from the diskette.

Use this field to direct the system to the location of the diskette from which you
are importing the bank scenarios. The default driveis Al

Select this option to add additional scenarios for your use. Because the

bank scenarios have aready been imported into your system; you will need to
use this option and not load/import the entire bank again. It is recommended that
you review the bank scenario downloads in the future to import additional
scenarios for use. At that point, you would use the Import Bank Scenarios Via
Internet option.

Select this option to print the form to register bank scenarios with IESTPI.
Scenarios need to be registered before using them to assess students. On the
reports menu, print the Scenario Vaidation and Registration Cover Sheet (Report
1A) for each scenario desired. Supporting documents for the bank scenarios may
be requested by contacting your facilitator.
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Scenario Development

| Scenario Development Menu

io Based on Existing

The Scenario Devel opment Menu alows you to develop new or edit existing scenarios.

Develop New Scenario

Review or Edit an Existing
Scenario

Develop New Scenario
Based on Existing

Home

Select this option to create or input a new scenario you have written. Refer to the
Scenario Development Worksheet document to guide you through scenario
development. See page 17 to begin entering a new scenario.

Select this option to edit a scenario that has not yet been registered with

IESTPI. You should select this option to finish developing a scenario that is not
yet complete or to review and edit a scenario previoudy developed but not yet
registered. This option may also be used to correct typographical errors and
change other minor details of aregistered scenario. In this case, the scenario ID
will remain the same, and the scenario does not need to be re-registered. See the
Select Scenario to Edit instructions on page 28.

Select this option to edit a scenario that has aready been registered

with IESTPI or abank scenario. This option creates a new scenario and assigns a
new PROF ID number to the scenario. Scenarios that have been edited will have
to be re-vaidated by business and industry and re-registered through your local
facilitator. See page 31 for more information.

Select this option to return to the main menu.

IMPORTANT: Thefirst time you edit a scenario you created in a previous version of PROF and imported
into PROF 2000, select the Develop New Scenario Based on Existing to assign a new PROF 2000 1D number to
the scenario. You will need to re-validate the scenario with your business partners (three industry sign-offs)
and re-register the scenario through your local facilitator before conducting student assessments.
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Develop New Scenario

Step One: Input Scenario Summary Information

scenario Title:
Career bajor { Cluster;

Emplayer:
Employvee Job Title:

Scenatio Authar:

Cetification Leswel:

COeccupational Area:
Scenatio Marrative:

Implementation Workshop Paricipant
“Wiorkshop f Precedification Site Code

t.Change.Sithor

|Indiana Cedificate of Technical Achievement jJ|

| -

-

Time Allocation far this Scenario: E |Minutea j| Date Created  |07/25/2001

Mew Scenario

@ | O

Screen 1 of 7 D

The Step One: Input Scenario Summary Information screen is the first of seven screens that prompt you
through the scenario development process. Y ou will be using the Scenario Development Wor ksheet
throughout this process to guide you through scenario development so be sure to have it available.

Scenario Title

Career Mgjor/Cluster

Employer

Employee Job Title

Scenario Author

Certification Level

Enter the title of the scenario.

From the drop-down menu select the appropriate career major/cluster.

Enter the name of the fictitious employer you created.

Enter the job title for this scenario.

Y our name and location should automatically appear as the default. If it does not
or you want to change the author, click “Change Author.” A list of al locations
will appear. Select the appropriate location, click on “Select.” The certified sites
(individuals) for that location will appear. Click on the appropriate name and
click “Select.”

In most cases it will be the “Indiana Certificate of Technical Achievement.” If
it is other than this click on the drop-down arrow and select the appropriate level.
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Occupational Area Click on the drop-down arrow and select the appropriate occupational areg, i.e.
Business/Business Support, Electronics, Health, Metalworking, etc.

Scenario Narrative Type in the narrative for this scenario.
Time Allocation Type in the time alotted to complete this scenario. Select the
for this Scenario appropriate unit of time from the drop-down box.

Click on the forward arrow to save this information and go to the next screen in Develop New Scenario.
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The Sep Two: Development of Technical Skills and Task List Items screen is the second of seven screens that
prompt you through the scenario development process.

Step Two: Development of Technical Skills and Task List Items 1§
“S4MPLE® Revize Document & Prepare Maiing BUSIMESS / BUSINESS SUFPORT OCCURATIONS

"our supervizor hags given you an edited rough draft of a document that must be revised and malled to 25 clents. After you have
revized the document and have had it approved by pour supervisor, generate mailing labels and prepare the mailing to go out
today.

|dentify Technical Skills in Chranological Order. _ .
Sorted by Acceptance Inspection, Process Instructions, and Dutgoing Inspection

btain document and instructions from supervisor to ensure understanding of project requirements. -

Use word pracessing software ta revise dacument.

Print completed documentto give to supervisor for approwval.

htake copies of approved document ta mail to clients.

Use appropriate software to format and print mailing labels,

lUse praper technigues to fold documents, insert documents inta envelopes, and affic mailing labels.

Follow company guidelines to send outgoing mail.

4<l| %‘ Selent from Y-TEES DIFECT Tasks Screen 2 of ¥ D

The box at the top of the screen contains the scenario narrative and can be edited by simply placing the cursor in
the box and making the appropriate changes.

The lower box on the screen is for the technical skills that should be put in chronological order. Enter the
“Acceptance Inspection” on thefirst line. Double space and enter the “ Process Instructions’ putting asingle
space between each instruction. Double space after the last “ Process Instruction.” Enter the “ Outgoing
Inspection.”

Click on the forward arrow to save and go to the next screen.
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NOTE: The following screenisa“ boiler plate” screen. You will not make any changesto it. Smply clickon“ |
Verify Statements As True” to move to the next screen.

| Quality Protocol Benchmarks

Scenario represents an actual work situation in business and industry,

Scenario Includes:

Scenario Title

Employer

Employee Job Title

Scenario Marrative

Time Limits

Technical Skills in the Appropriate Task Staternent Format

ReEnter Statements
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The Sep Three: SCANS and Specific Proficiency Satement Validation screen is the third of seven screens that
prompt you through the scenario development process.

Step Three: sSCANS and Specific Proficiency Statement H'alil:_lal:ii':i'r{--_
*SAMPLE* Revize Document & Prepare M ailing BUSIMESS /BUSIMESS SUPPORT OCCUPATIOMNS

Select up to 5 SCANS zkills and Specific Proficiency Statements:

1 2EMZ |Information
Acquires and Evaluates Information

.ﬂ.dd!Ehangel
Dislet I Compoze and send correspondence such as letters, memos, vaice mail and electronic mail to others to request
biatio their inout, Compile information For distribution (zales data, schedules, ete .
2 2F004  Information L=
.ﬂ.ddehangel Organizes and Maintaing |nformation
Dislote Orgarize, procesz and maintain information [writken or computenzed) in a spstematic fazhion.
I =
S ERO0  [Technology =
Selectz Technol o
Add;changel FEEs Technaingy
Dislat | Provide a wide variety of documents [agendas, minutes, reports, internal/esternal correspondence)] and determine
SEE which software will provide the best resulks. Ll
4 55014 (Technology ZI

4dd/Change Applies Technaology to Task

Delete Uz the taw maching, copier, tupewriter, telephone, voice mail and software applications effectively.

|»

i

Add/Change

4

Delete

ﬂ @J Screen 3of 7 D

You may select up to five SCANS skills with corresponding Specific Proficiency Statements (SPS).

To select a SCANS skill, click on the ADD/CHANGE button. From the SCANS skills list that appears, select
the appropriate SCANS skill. Click select.

A table displaying the corresponding SPS' s will appear. Select the SPS you want by clicking on it. An arrow
will appear to the left of that SPS. Go to the very top of the screen and click on “Select.” The SCANS and SPS
will be displayed as shown above.

To change any SCANS/SPS click on the ADD/CHANGE button and follow the above procedure. To delete a
SCANS/SPS click on the “Delete’ button. Click on “Yes’ in the window that appears asking if you want to
delete.

When you have selected all the SCANS/SPS statements you want to use, click on the forward arrow to save and
go to the next screen.
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The Sep Four: Input Desired Academic Skills screen is the fourth of seven screens that prompt you through the
scenario devel opment process.

Step Four: Input Desired Academic Skills L
*SAMPLE* Revize Document & Prepare Mailing BUSINESS / BUSIMESS SLUIPPORT OCCUPATIONS

YDL_Ar superyizar has given yau an edi_ted raugh draft of a duc:umgant that must be r_gvised and mailed ko 25 clients_._ After pau have -]
{z;gﬁd the document and have had it approved by your supervizor, generate mailing labelz and prepare the mailing to go out N
-
Categony: T azk Statement Input Box:
Feading _v_|| -

Select from Dezcription Bank |

Add to Current Selections

Current Selections:

EFIE:.au:Iiru Proofread re document to identify any spelling, grammatical of formatting ermars.
Reading Read and interpret editanial and proofreading marks bo revize document.
W Titing Produce comectly formatted, eror-free mailing labels to affis to envelopes.

kAoclify | _ Delete | Change Orderl

<] ﬁ Screen 4 of 7 [>

The top box on this screen contains the scenario narrative that can be edited on this screen by placing the cursor
in the box where the editing is to take place and making the appropriate changes.

The Academic Skills are normally entered and placed in the chronological order in which they will occur during
the assessment.

To select askill, click on the drop-down arrow on the box under “Category.” Click on the appropriate skill.

To use a pre-printed skill description, click on the “Select from Description Bank” box. From the table of skills
listed, double click on the skill description of as many skill descriptions that fit. A plus sign (+) appears to each
skill selected. To desdlect askill, double click onit. When you have selected al the skill descriptions you want
to insert click on the forward arrow. The skill category and selection will appear in the “ Current Selections’
box.

To write your own skill descriptions, select a skill “Category.” Then place the cursor in the “ Task Statement
Input Box.” Typein the skill description. When thisis complete, click on “Add to Current Selections’. The
skill and description will appear in the “ Current Selections’ box.

Modify Use this button to modify a selection. Click on the skill description you want to modify. Click
on the “Modify” button. Change the description as appropriate. Click on “Finish” to put the
modified skill description in “Current Selections’.
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Delete Use this button to delete a selection. Click on the skill you want to delete then click on “Delete.”
Click “Yes’ to delete or “No” to cancel deletion.

Change Use this button to change the chronological order of the skills. Click “Change Order”. Click
Order on the gray box to the left of the skill you want to change the order. Click and drag to the
appropriate order position and release the mouse button. When complete click “Return.”

To go to the next screen click on the forward arrow.
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The Sep Five: Desired Employability Skillsscreen is the fifth of seven screens that prompt you through the
scenario devel opment process.

Step Five: Input Desired Employability skills

“SAMPLE* Revize Document & Prepare Mailing BUSIMESS # BUSINESS SUPPORT OCCIURATIONS

“'our supervisor has given you an edited rough draft of a document that must be revised and mailed to 25 clients. After you have a
revized the document and have had it approved by your supervizar, generate mailing labels and prepare the mailing to go out
today.

-
Categony: T azk Statement Input B ox:
Fesponsibility j| -
Select from Description Bank |
-
: Add to Current Selections
Current Selections:
Selftanagement

hocdify | _ Delete | Chanme Orderl

Sereen b af 7 D

I

This screen functions in exactly the same way as the Input Desired Academic Skills screen on the previous two
pages. Refer to page 22 for instructions on how to use this screen.
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NOTE: The" Quality Protocol Benchmarks’ screen below is another “ boiler plate” screen. You will not make
any changes to this screen. Click onthe“ | Verify Satements As True” to go to the next screen.

Quality Protocol Benchmarks

Specific Proficiency Statements (SFS) are selected ta illustrate the
perfarmance requirements of the scenario.

Academic and employahility skills demonstrated in the scenario are listed
in the appropriate task statement farmat,

Fie-Enter Statements
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The Sep Sx: Develop Assessment Protocol screen is the sixth of seven screens that prompt you through the

scenario devel opment process.

Step Six: Develop Assessment Protocol

“SAMPLE* Revise Document & Prepare Mailing BUSIMESS # BUSINESS SUPPORT OCCUPATIOMS
Scenario Environment;

General offize envirohment
Supervizor

tachines, Toolz, Eguipment, Supplies. and Documents:

Computer with word procezsing software
Printer and supplies

Photocopier and supplies

FPaper

Envelopes

tailing labels

|nteractions:

Obtain document and instructions from supervizor,
Ohtain zupervizor's approval of final document.

Criteria for Success:

Obtain document and instructions from supervizar, -
take all revigionz indicated on edited rough draft of document, j
Create corectly formatted eror-free docunment.
Obtain supervizor's approval of final document.
t ake high guality copies of final document, -

<

ﬁ_

Screen B of 7

This screen is to help set-up everything needed for the scenario.

Scenario Environment

Machines, Tools, Equipment

Supplies and Documents

Interactions

Criteria for Success

Describe the work setting in which the scenario takes place, i.e. generd office
setting patient room, etc. List al individuas by title (supervisor, customer,
patient, etc.) with whom the person being assessed may interact with during the
assessment.

List any and all machines, tools, equipment, supplies, and documents needed by
the individual to complete the assessment.

List all interactions with other people that may occur during the
assessment. NOTE — Any person with whom an interaction may occur
should be listed in the “ Scenario Environment” above.

NOTE —* Successfully completed al technical, academic, and employability
skills” and “Completed in alotted time” are both required for successful
completion of all assessments. List any other criteriafor successful completion
of the assessment.
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The Sep Seven: The Scenario Summary screen is screen seven of seven in the scenario devel opment
sequence. From this page, you can print the Scenario Validation and Registration Cover Sheet and the
Detailed Scenario Summary.

Step Seven: Scenario Summary
Scenario Code: 7777 A 50143180
Scenario Title:  *SAMPLE* Rewvise Document & Frepare Mailing
Employer:  BMT Business Services, Inc.
Employes Job Title:  Administrative Assistant

[ESTFI Farticipants (1935 - 2001)
=cenario Bank Authors

Scenario Authar:
Occupational e BUSINESS /BUSINESE SUFPORT DCCURATIONS

Cornments: THESE COMMEMTS WILL MOT PRIMT OM REFORTS
Printed three [3] copies of the Validation and Registration Form on 3-25-00. i

Thiz scenarno iz a sample packaged within the PROF 2000 inztallation.
“r'ou may delete thiz scenarno wsing the file utiliby functions.

Date Created: 0942542000 Last Update:  O7/24/2001

Screen Preview of Detaled Scenanio Surmmary |
Statug

Frint Scenario Yalidation and Registration Cover Sheet !

ﬁ] ﬁ] Screen 7 of 7

Comments Use thisto record any comments on the usage of the scenario. Thisfield is for
your information only.

Frint Detaled Scenario Surnmarny l

Status Using the arrow to display all options, select the status that best describes the
scenario. Thisfield isfor your information only. However if you select
“Complete — Registered” you will not be able to go back and change anything on

this scenario.
Screen Preview Select this option to preview the pages before printing. Y ou can aso print the
pages from the Screen Preview button.
Print Scenario Select this option to print the form used to obtain business partner validation and
Validation and register the scenario through your local facilitator. At least three business
Registration partner validations are required. Before business partner validation is obtained,
Cover Sheet follow the steps on the form to obtain facilitator sign-off. Once the facilitator has

signed the form, obtain business partner validation. Submit to your local
facilitator for registration upon completion of business partner validation.

Print Detailed Select this option to print the complete scenario. This document should
Scenario Summary be provided to the facilitator and the industry representatives, aong with the
Scenario Validation and Registration Cover Sheet, for review and comment.
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Editing a Scenario

The Sep One: Select Scenario to Edit screen alows you to edit a scenario that has not yet been registered with
the IESTPI. This screen isthe result of selecting Review or Edit an Existing Scenario from the Scenario

Devel opment Menu.

Step One: Select Scenario to Edit

Scenario Title:
Employer:
Employee Job Title:

Scenatio Author:

Certification Lewel:

Career Cluster:

Occupational Area;
Scenatio Marrative:

58626163

Implementation WWarkshop Faricipant
Workshop / Precerification Site Code

Indiana Cedificate of Technical Achievement ;ﬂ

-

Time Allocation for this Scenario: |j| |Minutes _:j| Frint Detailed Scenario Summary_l

“iew Presdous I Browse All | e et I

Fewiew or Edit This Scenario I

ﬁ [ate Created 0724 /2001 Last Updated 07/24./2001

Print Detailed Select this option to print the entire scenario for review.

Scenario Summary This option is also used to print the scenario for industry to review for validation
and registration with local facilitator.

View Previous Select this option to view the selected fields on another scenario. This option and
the View Next option will scroll you through al the scenarios, one at atime,
entered into the system.

Browse All Select this option to view alist of al scenarios entered into the system. From
this list, you can select the scenario you want to review or edit. See next page.

View Next Select this option to view the selected fields on another scenario. This option and
the View Previous option will scroll you through all the scenarios, one at atime,
entered into the system.

Edit This Scenario Select this option to edit this scenario. This selection will prompt you through the

scenario development screens and allow you to change the information on the
screens.

IMPORTANT: Use The Parts of a Scenario and the Scenario Development Worksheet documents to guide
you through scenario devel opment.
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To select the scenario you want to edit click on the Browse All  button from the Select Scenario to Edit screen
from page 29. The screen below will appear. NOTE: Y ou can only edit scenarios that have not been registered to

I[ESTPI or do not have a status of “ Complete — Registered.” (See Step Seven page 27 under Develop New
Scenario).

lick to Select Scenario, Press Forward Button to Continue

Title Qee fDate Job Title Campany Status Site |Ev|Reg (=

SAMPLE™ Revise Docd 01 |07/24/2001 |Administrative As9BMT Business SCOMPLETE - LIMATTTY
Create AutoCAD Print fr{01  [05/31/2001 | CAD-Operator BMT Office Servi 0404
Debug Computer Progr 01 [0582272001 | Computer ProgranABS Programmg INCOMPLETE nang
Write a program directe| 01 |04/26/2001 |Computer ProgranABC Programmy COMPLETE - LIMAOE0E

hd

1= | 1= 1= 2=

Lo | 5T

Cccupational Area Status

I .

Cedification Lewel Restriction: Tahle Order

=
I = foerwns - Q| P>

To select the scenario you want to edit, click on the scenario title. An arrow will appear to the left of the title.
Click on the forward arrow to select/edit that scenario. Click on the cancel button to exit without editing.
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The Sep One: Sdlect Scenario to Edit screen will appear and dlows you to edit this scenario.

Step One: Select Scenario to Edit

Scenario Title: “SAMPLE* Revise Document & Prepare Mailing 50143180
Ermployer: BT Business Services, Inc.
Employee Job Title: Adrministrative Assistant

Implementation Morkshop Paricipant
“Workshop / Frecertification Site Code

Scenario Authar:

Certification Leswel: Indiana Cerificate of Technical Achiewvement ;"

Career Cluster: Business, Management & Finance _:]|

Ocoupational Area: BUSINESS /BUSINESS SUPFORT OCCURATIONS

scenario Marrative:

'our supervizor haz given you an edited rough draft of a docurment that musgt be revized and mailed to 25 clientz. After you have -
reviged the document and have had it approved by vour supervizor, generate mailing labels and prepare the mailing to go out
today.

w
Time Allocation far this Scenario: |H|:|ur|:s]| _:_]| Frint Detailed Scenario Summary
Wiew Prerdous | Browse All | Wiew MNext |
Feview or Edit This Scenario |
ﬁ Date Created 09/25/2000 Last Updated 0O7/24/2001

Y ou can edit any of the fields on this screen by placing the cursor in the appropriate field and making the
change. See Step One Input Scenario Summary Information under Develop New Scenario, page 17, for an
explanation of al the fields on this screen.

Click Review or Edit This Scenario to continue to edit this scenario. Thiswill lead you through al the same
screens as in the Develop New Scenario section, pages 17 to 27. Refer to the corresponding page/screen in the
Develop New Scenario section for an explanation of each screen in this section on editing.
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To use an existing registered scenario or bank scenario as the basis for a new scenario select Develop New
Scenario Based on Existing under the Scenario Development Menu. When you do this you are creating a new
scenario that will be assigned a new PROF ID number and will require industry validation and registration with
your local facilitator.

When you select Develop New Scenario Based on Existing the screen below will appear which lists dl your
registered scenarios and bank scenarios you have selected to use.

Click to Select Scenario, Press Forward Button to Continue

Title Qe aDate Joh Title Caompany Status Site Regl;
Mlse Catalogs to Select]0q  [02/01/2001 | Purchasing Agerd Blue River SavifBANK SCEMARIO1B03
Lze Catalodgs to Select{01 |07F25/2001 | Purchasing Agend Blue River Savi 1803
*Compose and Prepard 01 (020172001 [Admininstrative AqBethleherm Stee[BANK SCEMARIOTBOS
Compose Memo to Infoj01 (020172001 |Admininstrative AdBethlehem Stee|BAMK SCENARITBOZ
*SAMPLE* Revize Doc 01 |07r24/2001 |Administrative AsqBMT Business JCOMPLETE - UNAOOOO
Prepare lterms for Shippn 01 [030F/2001 |Administrative AS9BMT Office Servi|BANK SCEMARID 9999
Witk As Partofa Team|01  |03r07/2001 |Administrative AsqBMT Office Servi|BAMNK SCEMNARICIZ999
Wiork as Team Member[01 030772001 |Administrative AsqBMT Office Servi|BANEK SCEMARICI 9999
Greet Assist and Introg01 (020872001 |Administrative AsgBMT Office Senvi|BAMNK SCENARI 9995
*Provide Visitors Tour 0]01 (020572001 [Administrative AsqBMT Office ServiBANE SCEMNARID 9999
Calculate End of Period|01 (020172001 |Administrative AsgBanner Corporal BAMNK SCEMNARITBOZ
Compose & Format Bug01 (1142872000 | Administrative AsgBMT Office Servi|BANK SCENARITTTY
Place Phone Call to Pra01 (1142872000 | Administrative As9BMT Office Servi|BANK SCEMARIATITT
Prepare Wiork Scheduld 01 [11/28/2000 |Administrative AS9BMT Office Servi|BANK SCEMARIATTTT
Type Minutes from Mote{01  [11/28/2000 |Administrative As9BMT Office Servi|BANEK SCEMARIQTTTT(A |*F*
Create Letterhead with 101 [11/06/2000 |Administrative As9BMT Office Senvi|BAMK SCENARIATTITTA [*R*
Prepare Letter from Ro 01 [11/06/2000 |Administrative AS9BMT Office Setvi|BANK SCEMARINTTTT

L | 3
Dccupational Area Status
| =

Cerification Lewvel Restriction: Tahle Order

|
| =l |occxapha =l §| Bl

To select the scenario you want to use, click on the scenario title. An arrow will appear in the column left of the
scenario title. To select that scenario, click on the forward arrow. Click on cancel to cancel.

m
=

R

*R*

1= |I= [XI= | 1= 3= |I= DO (O | | (@ |@ 2= |D @ (o @

When you select a scenario, click on the forward arrow; you will go through all the same screens as the Develop
New Scenario section, pages 17 to 27. Refer to the corresponding pages/screens in the Develop New Scenario
section.
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Assessing a Student or Trainee

The Assessment Information screen alows you to print material needed for the student assessment and record
the results of the student assessment. This screen is entered by clicking on Generate Assessment from the main

menu.

Input Assessment Information for Student or Trainee

Studsnt Name: Smith, Christopher Allan
Select Student ! .
e — Jim Gleason :
P i CTA Implementation Team
Agzesement Level: | Secondary Student _j’_ﬂ
Certification Lewvel | Indiana Cetificate of Technical Achigvenment ;ﬂ
Aszzazzment Location: V¥ Claszroom &szessment ™ workplace Assessment
Type of Certificate: IV Original Certificate [~ Certificate Update ™ Mot Enown
7 “*SAMPLE® Revize Documnent & Prepare Mailing : ;
rxx R S\t d S 53
| select Soensio [ |+ Registered Scenario
Frint Directions for the Student or Trainee I Print Directions fior the Azsessor

Agzesz Individual |

Mo Azzessment on File
Performance Comments: THESE COMMENTS APPEAR ON REFPORTS

Demonztrated intiative and creativity in revizing thiz document. -
Achieved excellent attendance record.
Paid cloze attention to detail

Print Momination for Eertificatiani Print &zsessment Summary I |

MNOTE: Scenario Registration iz Referenced to the Default User Values

Select Student Select this option to indicate to which student the assessment pertains. An
aphabetical list of students appears. Click on the student you want to assess and
click “Select.”

Sdect Implementation Site PROF 2000 automatically defaults to the registered user. Select this option to
change the default implementation site if other than the registered user.

Assessment L evel Using the arrow to display all options, select the assessment level that best
describes the student’ s status.

Certificate Level Using the arrow to display all options, select the certificate level that best
describes the student assessment. |f you want the student to receive an Indiana
Certificate of Technical Achievement, select the Indiana Certificate of Technical
Achievement option.

Assessment Location Select between Classroom Assessment and Wor kplace Assessment to describe
where the assessment will take place. If the student assessment will occur at the
workplace in conjunction with a co-op or internship experience, select Workplace
Assessment.
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Type of Certificate Select Original Certificate, Certificate Update, or Not Known to describe the
type of certificate you want the student to receive. Thisfield isonly necessary
when issuing an Indiana Certificate of Technical Achievement.

Select Scenario Select this option to choose the scenario on which the student will be assessed.
The list of al your selected scenarios will appear. Click on thetitle
of the scenario on which the student is being assessed. An arrow will appear to
the left of thetitle. Click on the forward arrow.

Print Directions Select this option to print the directions the student will use to complete

for the Student the scenario assessment.

or Trainee

Print Directions Select this option to print the directions the evaluator will use to evaluate

for the Assessor the student during the scenario assessment.

Assess Individual Select this option to generate the evaluation once the student has completed the

scenario assessment. It is only necessary to complete this step if the student has
successfully completed the assessment.

Performance Comments Write positive comments about the student performancein thisarea. The
comments should be helpful to those who will consider the student for
employment and postsecondary admissions. These comments will print on the
Assessment Summary. If no comments are written, a blank space will appear
on the front page of the Assessment Summary.

Print Nomination for Select this option to nominate a student who successfully completed the

Certification assessment for an Indiana Certificate of Technical Achievement. Thisform
should be signed by the teacher, evaluator, and student and submitted to your
local facilitator. The Certificate of Technical Achievement will then be sent to
your local facilitator and delivered to the implementation site.

Print Assessment Select this option to print the Assessment Summary that will be
Summary included in the student’ s Certification Notebook. The report should be printed on

Sunset Quartz (yellow) paper . The teacher, evaluator, and student then sign the
Assessment Summary. Teachers should maintain a plain paper copy for their
records. Theoriginal Sunset Quartz Assessment Summary should become part
of the student’ s Certification Notebook.

Cancel Assessment Select this option to exit the screen and return to the Main Menu. Selecting
Cancel at any point in PROF 2000 will cause you to lose data that has not been
saved.
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Utilities and Reports

To access the Utilities and Reports Menu click on Utilities and Reports from the main menu. The Utilitiesand
Reports Menu alows you to maintain your system, load/import and save/export files, and print system reports.

Utilities and Reports Menu

Save [Export] PROF Uzer Files l Load [Import] External PROF Files _I

Select Scenariols) for Deletion

Stardup Oplions:

Select Assessment(s) for Deletion

O Require Password?

Select Student(s) for Deletion

Delete Selected Records

Change Startup Pazsword |

@1
i O Show Help?
|
|

Beindex (Optimize)

| Set Default Uzer Infarmation I

CTA Implementation Team

(Pe)Set V-TECS DIRECT Link |

Jim Gleazon

Update Implementation Tables i

Go To Beports Menu |

il

_dmin Tasks |

Save (Export) Select this option to save filesto adiskette. This option can be used to create

PROF User Files a backup diskette of al your filesin PROF 2000, including students, scenarios,
assessments, and implementation tables. PROF 2000 will automatically ask you
for a utility/backup diskette when you exit the program. Thisisto save al of
your files each time you work in PROF 2000. This option is also used to save
files to a diskette so they may be shared with others via diskette or email. To
mail files, save them to a diskette. Include all the files on the diskette as
attachments to your email message.

Load (Import) Select this option to load files into your PROF 2000 system. This option

External PROF Files

Sdlect Scenario(s)
for Ddletion

Select Assessment(s)
for Deletion

is used when you want to load/import files from a diskette or other location into
your system. Files received viae-mail should first be saved to a diskette and then
load/imported into your system using this option.

Select this option to choose scenarios far deletion. Once a scenario is no
longer used, it may be deleted from your system. Records are not completely
deleted until you select this option and then the Delete Selected Records button.

Select this option to choose student assessments for deletion. Once students
have left your program, you may choose to delete the eva uations from your
system. When to delete student assessments is your management decision.
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Select Student(s)
for Deletion

Delete Selected
Records

Re-index

(Optimize)

(Re)Set V-TECS
DIRECT Link

Update

Implementation
Tables

Go To Reports
Menu

Admin Tasks

Startup Options

Records are not completely deleted until you select this option and then the
Delete Selected Records button.

Select this option to choose students for deletion. Once students have

left your program, you may choose to delete the student data from your system.
When to delete students is your management decision. Records are not
completely deleted until you select this option and then the Delete Selected
Records button.

Select this option once you have selected scenarios, evaluations, or

students for deletion. See the appropriate buttons above. Selecting this option
will delete the items from your system. This permanently deletes the selected
recor ds.

Select this option to re-index the filesin your system. Re-indexing files
optimizes the file space and may eliminate system errors. It is recommended you
re-index each time you work in PROF 2000. The system will automatically re-
index files before loading or exporting files and after saving or importing files.
The system also re-indexes files when exiting the program.

Select this option to set or reset the link to the V-TECS DIRECT system.

This option requires the purchase of the V-TECS DIRECT software program.
Check with your administrators to see if your school has a site license in place.
More information is available by contacting IESTP!.

Select this option to update the implementation site tables used in PROF

2000. It isimportant to update the tables after you have received your

site confirmation and after you have received confirmation of scenarios you have
registered with IESTPI. The implementation tables include a trigger that
activates when student Nomination for Certification forms are printed. The
trigger indicates whether or not the scenario is registered. If the scenario is not
registered, it will print a“Not a Registered Scenario” message on the Nomination
for Certification form. Forms with the “Not a Registered Scenario” message will
not be processed by IESTPI for Indiana Certificates of Technical Achievement.
It is also important to update the tables often if you are sharing files with others.
If your table does not include the name of the person with whom you are sharing
scenarios, your system may not recognize the file. It is recommended that these
tables be updated at least monthly.

Selecting this option will take you to the reports menu. Available reports
include students, student assessments, scenarios, SCANS, occupationa areas,
and more.

IMPORTANT: The Specific Proficiency Satement (SPS) report isvery large
and should rarely be printed. It isthe equivalent of the Proficiency Guide for an
occupational area.

This option is password protected and is used for administrative purposes.

Click on the options wanted. Options are to show the start-up screen each time
PROF 2000 is started and require a password to access PROF 2000. If your
computer is accessible to others, it is suggested that you password protect PROF
2000. Remember and note your password. PROF cannot be used

to recall a password.

C:\WINDOWS\Desktop\stuff mk3\PROF 2000 Manual.doc
3/1/2002
Page 35 of 47



Change Startup Select this option to change your password for PROF 2000.
Password

Set Default User Select this option to change the default teacher name and location. This
Information option should be used if multiple teachers are using a single computer. PROF
2000 automatically defaults to the registered user.

IMPORTANT: PROF 2000 saves scenarios, students, and student assessments using three batch files. For
example, if you saved one scenario onto a diskette, you would have the following three files on the diskette:
Prof.cdx, Prof.dbf, Prof.fpt. If you saved ten scenarios to diskette, you would still have the same three files on
the diskette. PROF 2000 will overwrite all scenarios previously on the diskette. Be sure when you save/export
to save all the scenarios you want on the diskette together so they are batched in the three files.

The same concept applies to saving students and student assessments. For students, the three batch file names
are. Sudent.cdx, Sudent.dbf, and Sudent.fpt. For student assessments, the three batch file names are:
Sudeval .cdx, Studeval .dbf, and Studeval .fpt.
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The Save (Export) PROF User Files screen allows you to save save/export files to another destination.

Save {(Export) PROF User Files

Enter Destination
Drive/Directory

Browse Drives
and Folders

Student Assessments

Scenarios

Students

Select this option to begin the save/export function. Enter the location
where you want to save/ export to. PROF 2000 defaults to drive A:\ asthisis the

most popular location.

Select this option to see additional location options.

Select this option to save/export student assessments you have completed.  You
will be prompted to save al or specific student evaluations. Follow the prompts
to complete the save/export.

Select this option to save/export scenarios in your system. Y ou will be prompted
to save all or specific scenarios. Follow the prompts to complete the save/export.

Select this option to save/export students you have entered in your system.  You
will be prompted to save al or specific students. Follow the prompts to complete
the save/export.

NOTE: If you do not save all the student evaluations, scenarios, or students, a screen will pop up and you will
choose which items you want to save/export. Place the cursor on the text of the item you want to save/export
and double click. A plus(+) signwill appear next to theitem. Do thisfor each one you want to save/export.

Implementation
Tables

Select this option to save/export the implementation tables in your
system in order to load/import them on another computer. This option will not
update your implementation tables but only exports the existing tables.
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Return to Previous Select this option to return to the previous menu or Utilities and Reports Menu.
Menu

C:\WINDOWS\Desktop\stuff mk3\PROF 2000 Manual.doc
3/1/2002
Page 38 of 47



The Load (Import) PROF External Files screen allows you to load/import files from another destination.

Load (Import) External PROF Files

B i = e == = 2

Location of Files

Browse Drives
and Folders

Keep Location
File Name

What to Import

Begin Import

Return to Previous
Menu

All Files Found

Sdlect this option to begin the load/import function. Enter the location
from which you want to load/import files. PROF 2000 defaultsto drive A:\ as
this is the most popular location.

Select this option to see additional drive options.

Do not click on this box asit is not necessary.

Click on the drop-down arrow to view the import options. Select the appropriate
option. Then select the appropriate boxes to the right indicating whether to
import all records or selected ones.

Select this option once the records for load/import have been selected. This
option will load/import the selected files to the location indicated.

Select this option to return to the Utilities and Reports Menu.
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The Delete option operates exactly the same way for al three options, Select Scenario(s) for Deletion, Select
Assessment(s) for Deletion, and Select Student(s) for Deletion.

Click on the button for the item(s) you want to delete. A screen will appear displaying all thoseitems. A

sample screen below is for scenarios but the screens for the other two options are also similar.

File Edit Options Return  Select Help  Table
& Ctrl+T to Toggle Delete  Menu / Return When Done o | |
Prof_id |Dcc_area Title |_:_I
49634549 i Usze Catalogs to Select and Order Equipment and Supplies
B7408655 01 I1ze Catalogs to Select and Order Equipment and Supplies
]41 E21837 E01 *Compose and Prepare Memo
BRR37164 01 Compoze Memo to [nform Emplopees —
h0143180 M *SAMPLE* Revize Document & Prepare Mailing
71209964 01 Frepare Itemsz for Shipping and Recommend Best Options
BY873303 M “Work &5 Part of a Team to Prepare and Deliver Prezentation
73800118 01 “Wiork az Team Member to Develop and Provide Tours to Dept Vizsitors
32055231 M Greet, Szsist, and Introduce Guest Speaker
B1EF1151 01 *Pravide Yizitarz Tour of Building including Each Department
11895215 i Calculate End of Period Payroll Using Spreadsheet
11000105 01 Compoze & Format Buzineszs Letter
11000107 01 Place Phone Call to Provide [nformation
11000108 01 Prepare work Schedule
11000109 i Type Minutes from Maotes
11000101 01 Create Letterhead with Graphic
11000102 i Prepare Letter from Rough Draft & Mail to Clients
BEYR06TZ 01 “Wwork Az Part of 3 Team to Prepare and Deliver Presentation
J3264426 i Prepare Summarny of Luncheon Selections and Transmit Confirmation
E7094621 01 Rezearch Printers and Make Purchase Recommendation
79963329 (M “work, as Member of Team to Recommend Company Dres: Code
45294491 101 Compoze Letter and Mail ta Client D atabaze :
0Ra7Faa4 i Crasba M kel A0 Drisk Frewn Dirssaien Gl kol ]
T P

To delete — Place the cursor on the line of the item you want to delete. Then push the “Ctrl” key and “T” key on
the keyboard at the sametime. A black box will appear to the far |eft of theitem. Do thisfor each item you
want to delete. To cancel an item from deletion, smply repesat the above process, and the black box will
disappear indicating the item will not be deleted.

When you have selected all the items you want to delete, click on “Return” at the far top of the screen. This
will return you to the Utilities and Reports Menu screen. Click on Delete Selected Records button. Y ou will be
asked if you want to purge dl records selected. Click “Yes’ if you want to permanently delete the records and
“No” if you do not.
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Reports Menu:

Reports Menu

scenario Validation and Registration Cowver Sheet

ADVANCED MANUFACTURING OCCURPATIONS

From the Reports Menu screen, you can select the following reports from the drop-down arrow under “ Select

Report.”

Scenario Validation and
Registration Cover Sheet

Detailed Scenario Summary

Directions for Student or
Trainee

Directions for Evauator

Nomination for Certification

Thisis the form you will use to get industry validation (three industry
validation signatures required) for all scenarios you want to use. This

form is aso used to obtain your facilitator’s signature for al modified or
newly developed scenarios. When registering bank scenarios the facilitator’s
signature is not required; however after receiving al required signatures,
including yours, this form is sent to your local facilitator to get the scenario
registered so you can use it to assess students/trainees.

Thiswill print or display the complete scenario selected.

Asthisreport is not currently working correctly, print this out from
the Assessment Information screen.

Asthisreport is not currently working correctly, print this out from
the Assessment | nformation screen.

Thisisthe form sent to your local facilitator after an assessment has been
successfully completed. This generates the Certificate of Technical
Achievement. This can also be printed from the Assessment

Information screen.
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Assessment Summary

A Student Summary

Summary of Current
Scenarios

Summary of Assessments

SCANS

SPS

Site and Evauator Listing

Occupationa Areas

PROF 2000 Registration

System Field Names

This is the report printed on Sunrise Quartz (yellow) paper that goesin the
Certification Notebook. This can also be printed from the Assessment
Information screen. Paper is available from your local facilitator.

Thiswill print or display a summary of all assessments completed by
students or trainees.

Summary of scenarios with title, company name, job title, PROF ID,
occupational area number, and SCANSSPS numbers.

Listsall students who have successfully completed as assessment.
Prints or displays SCANS.

Prints out or displaysall SPS's. CAUTION: Thisisan extremely long
report.

Shows all registered sites.
Lists all the occupational areas used in PROF.
Brings up the screen to register as a PROF user.

For PROF program maintenance.

When using the Reports Menu, based upon the report you select, the program will indicate whether you will need
to select aredtriction, i.e. a scenario, a student, etc. Thiswill be indicated under the “ Select Restriction” button.
If thisisindicated, click on “Select Restriction.” The appropriate screen will appear. Click on the restriction
needed, then click on the forward arrow. Y ou can then choose to display the report on the screen or print it out.

NOTE: Inthe Reports Menu, most of the reports do not require you to select an occupationa area; therefore,
“ADVANCED MANUFACTURING OCCUPATIONS’ is normally displayed under the “ Occupational Area’
drop-down box. If you need to select an occupational areafor a particular report thiswill be indicated. Y ou can
then select the appropriate occupational areafrom the drop-down list.

To exit the Reports Menu screen, click on the arrow at the bottom of the screen.

C:\WINDOWS\Desktop\stuff mk3\PROF 2000 Manual.doc
3/1/2002
Page 42 of 47



If there is more than one person using this computer to run PROF to do assessments then the site will need to be
changed. The default site is the one you selected when you registered PROF. However you can change or set
the default site from the Utilities and Reports Menu.

To change the site information, click on “ Set Default User Information.” A screen listing all locations will
appear. Find your location and click onit. Next, click “Select”. A screen listing al certified individuals for
that location will appear. Click on the person’s name you want as the default site. Next, click on “Select.” The
default site is now changed and will be displayed.

Htilities'andﬂ?pu!ﬁi‘ﬁ?ﬁmﬁ

ALK Smith Career Center

ACS High School Options Program
select Scenaniofs] for D s o A tamotive

Adams [John) High School

Adams Central High School

Select Studentis) for Dt | Alexandria - Monroe High School
Allen County Youth Services Center
Anderson High Schoal

Angola High School

Anthis Career Center

Area 30 Career Center

Argos Community JefSr High School
(Fel=et-TECS DIREL | Arlington High School

Arsenal Technical High School
Attica High School

Austin High School

Awon High School

Go To Beports Met s State University

Barr Reeve JtfSrHigh School

dinin Tasks |

Select Assessmentis] for

Delete Selected Rec

Beindex (Optimize

Update Implementation”
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Exiting PROF

Exit PROF. To exit PROF, go to the main menu and click on “Exit PROF’. The screen below will appear.

Answer the question i

|2 your PROF 2000 B ackup Disk ingerted for file archival? {‘f'-es:‘r ko Continue,

<Mo» to ABORT.

F 3

.................

Ay A ey

U

Each time you exit PROF, it is recommended that you back up your files. To do this, insert your PROF back up
disk indrive“A”. Click “Yes’ at the above screen, and PROF will automatically back up your files. If you do
not want to perform the back up click “No” and you will exit and return to your desktop screen.
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Help screen

I = PROF Help B (]

Wt
s

File Edit Bookmark Options Help
antentsl §ealch| Back | Frint | Ahout |

PROF Main Menu

PROF Main Menu

SCEMARID DEVELOPMENT Q84

MANAGING STUDENT DATA,

DPERATING PROF ON TWO COMPUTERS

FROF TIFS AND TECHMICAL SUPPORT

ABOUT PROF 2000

= ilities and Reports= Provides access to: Import, Expart, Delete (Scenarios, Evaluations,
Students), maintenance features and some file utilities, change your password, reset the V-TECS
DIRECT link, and change the Implementation Tables locally. <Reports Menus- “iew, Print or write
to disk the various Reports of the PROF system.

“Exit System= - Exit the PROF program and Return to your computer Operating system

Mouse click on desired button or Press the highlighted letter, [tab] or [arrow kew] to choice and
press [Enter]

The Help screen can be accessed by clicking on “Help” at the top of any screen.
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ADDITIONAL TIPS FOR PROF 2000

When downloading PROF 2000, you must direct the downloaded files to a specific location. If itis
different from the location of previous version of PROF, you can maintain multiple versions on your
compulter.

Student data may be load/imported from INTERS.

Proficiency Guides and PROF 2000 may have dightly different specific proficiency statements (SPS).
The statements in PROF 2000 are more recent and should be used in scenario development and student
assessment.

Scenarios developed in previous versions of PROF will import into PROF 2000. Because some sections
in PROF 2000 are new, users will need to enter some data for each scenario that isimported. Review all
scenarios after import into PROF 2000.

Maintain only one open copy of PROF 2000 on your desktop. However, PROF 2000 and an earlier
version of PROF can be maintained on the same compuiter.

PROF 2000 saves scenarios in three files. When exporting or importing one or more scenarios, be sure to
export or import all threefiles.

Saving scenarios to a diskette will overwrite all previous scenarios on the diskette. Be sure to save/export
all the scenarios you want on the diskette together.

If your implementation tables are more than 45 days old, you will receive a message at start up suggesting
you update the tables. Update the tables through the Utilities and Reports screen.

PROF 2000 requires Win95 or higher. Networking PROF 2000 will not work.

Netscape Navigator is the recommended browser for PROF 2000.

Technical questions should be directed to your local facilitator. File corruption problems may be
repairable if abackup copy of user datais maintained at the end of each PROF session.

Using “Old Scenarios’ in PROF 2000

IMPORTANT: All scenarios created in a version of PROF other than PROF 2000 will need to be
load/imported into PROF 2000 and re-submitted to IESTPI. PROF 2000 assigns new PROF ID numbersto
scenarios and a trigger that allows for student assessment leading to Certificates of Technical Achievementfor
students.

> PROF 2000 contains different fields than previous versions of PROF. Y ou will need to check all
scenarios after they have been imported into PROF 2000. PROF 2000 does not import academic or
employability skills.

> Thefirst time you want to edit a scenario you created in a previous version of PROF and imported into
PROF 2000, select the Develop New Scenario Based on Existing to assign a new PROF 2000 ID
number to the scenario. Remember to re-register the scenario with IESTPI (see below).
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> After you re-submit the Scenario Validation and Regigtration Cover Sheets to IESTPI you will need to

update your implementation tables in PROF 2000. Thiswill download the triggers necessary to allow
you to assess students using the scenario submitted.

» Somefind it easier to re-enter al scenarios.
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